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Save an Existing Report through a Dashboard

The EPM Data Warehouse offers many existing reports so that you do not need to create new ones from
scratch. After you access an existing report, you can customize it and save it.

Find existing reports from the Catalog, a dashboard, or Favorites.

e (Catalog. The catalog is where the folders, reports, and dashboards reside. It has a folder structure.

e Dashboard. A dashboard is a customized collection of reports that are presented as tabbed sheets.
These tabs allow an individual or agency to develop and present reports that are accessible in one place.

e Favorites. The Favorites dropdown list displays any reports that you marked as a favorite. This tab is
located on the top menu of every page.

IMPORTANT! You can save an existing report from the Catalog or Favorites as well as a dashboard.
Once you find the existing report from the Catalog or Favorites, follow the same steps outlines here.

There are several dashboards available to most users depending upon assigned roles and security. If you
do not have security access to the Subject Area for a report, you cannot see the report on the
dashboard.

1. Ingeneral, most EPM Data Warehouse users can find shared dashboards and reports in the _Statewide
and Agency Report Exchange folders from the Dashboards menu.

2. Some agencies created their own dashboards. To find these agency-specific dashboards, open the
Dashboard menu, look under the agency-specific folders to see what is available to you.

3. You can create your own My Dashboard.

Most users of the EPM Data Warehouse do not have administrative roles and permissions to save
reports in shared dashboards and folders. You will need to save reports in My Folders.

Reports from the _State-wide shared dashboard are a good place they were created based on agency reporting
needs. This Quick Reference Guide lists the steps to find, make edits, and save an existing report through the
State-wide shared dashboard. It also describes how to find it in the Catalog, make edits, refresh data, and re
save it.
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Step 1: Navigate to the Dashboards menu and find the desired existing
report

1. Navigate to the EPM Data Warehouse. Open the Dashboards menu and find the desired report.

Navigation Options Navigation Path

Navigation Collection Administrative Portal, Data Warehouse, Data Warehouse, Dashboards menu,
_Statewide.

2. Select a dashboard. This guide shows the “All Expenditures” dashboard.

M minnesora EPM Data Warehouse

[E5] Most Recent(EPM Data Warehouse Quick Links - page 1)
EPM Data Warehouse Dashboards
[E5] My Dashboard
This Dashboard will provide you with navigation links to all State Wide Dashboards. Available Dashboards are listed in alphabetical order. » _AgencyReportExchange

T 4 statewide
4 Navigation - ELM _

[==] Accounts Payable
Enterprise Learmning Management -

5] Accounts Receivable
4 Navigation - FSCM

[E5] Accounts Receivable Certification
Accounts Payable

I 55 All Exi I
Accounts Receivable [=5] All Expenditures

Step 2: Select prompt values, review results, and save it in My Folders

After you select a report, the report page appears. Each shared report has a unique layout depending on the
requirements for it.

1. On the Prompts section of the report page, update any fields as needed. You must enter values in fields
marked with an asterisk (*).

a. Most dashboards have prompts. A prompt allows you to customize which data is returned in an
analysis or report.

b. Not all existing reports have prompts. If the report does not have prompts, it will automatically
run the report results based on any analysis filters in place.

c. Typically, you'll see Budget Period and Agency.
If you updated the values in any prompts, select Apply to run the report.
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Summary | Detail

4 Navgation

EPM Data Warehouse Quick Links

Select required values from drop-downs. ~ Asterisk denotes required field.

* Budget Period 2025 v
= Agency G10 v
* GL Posted Day Dt 07/01/2024 - 07/25/2024
y Dt Between e Y

Appropriation --Select Value— w
Fin Department —Select Value— w

Fund 1000 - General v

Resstw

2. Once you select the Apply button, you may see a “Searching...” load message.
a. Ifthe values you selected in the Prompts section are a large dataset, it may take a while to run
this report.
b. If it doesn’t show results in a minute or so, you may need to adjust the prompt values to restrict
the data.
c. You may see a “No Results” message. This occurs if your prompt values were too restrictive and
there was no applicable data.
3. The Filters section displays the data sets and data values you selected from the Prompts section.

Budget Period is equal to 2025
and LEFT(Agency (L2) Cd, 3} is equal to G10
and Fund is equal to 1000 - General
and Monetary Amt is not equal to / is not in
and GL Posted Day Dt is between 07/01/2024 and 07/25/2024
or GL Posted Year Num is equal to /isin 0

4. The Results section shows the report using the selected parameters from the prompts. It shows the
name of the report, the date and time it was run, and any parameter such as the Budget Period and
Agency.

| 4 Results

All_Expenditures_Summary

IT\mp run: 7/26/2024 7:22:27 AM I

Budget Period 2025 Agency G10

Fund Appropriation (CF3) Department - Financials Fact All Expenditures Department Tree - Exp Appropriation (CF3)

Fund Appropriation Fin Department Monetary Amt Approp Deptld AltmtDeptld BdgtProgram Bdgt Activity

1000 - General G100001 - Accounting Services G1031100 - Payroll Services 14,734.86 G1010000 G1021100 G1001 - Statewide Services G100101 - Accounting Services
1000 - General G100001 - Accounting Services 51031200 - Statewide Accounting 34,359.42 1010000 51021200 G1001 - Statewide Services G100101 - Accounting Services
1000 - General G100001 - Accounting Services G1031300 - SWIFT System Support 19,198.35 G1010000 G1021300 G1001 - Statewide Services G100101 - Accounting Services

5. Review the results on the Results section.
a. Update any prompt settings as needed. Select the Apply button to update the results.
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b. When you are ready to save the report and keep the prompt values, go to the bottom of the

report page. Select the Analyze link. If you select the Edit link, it will not save the prompt values
and you’ll have to enter them again.

Grand Total 265,638.93

Budget Period is equal to 2025
and LEFT{Agency (L2) Cd, 3)is equal to G10
and Fund is equal to 1000 - General
and Monetary Amt is not equal to / is notin 0
and G| Posted Day Dt is between 07/01/2024 and 07/25/2024
or GL Posted Year Num is equal to /isin 0

Analyze] - Edit -Refresh -Print - Export

6. The EPM Data Warehouse displays the report in the Analysis Editor page.
a. To keep your report prompts, select the Save As icon at the top right of the page.

Criteria  Results | Prompts  Advanced (2]

4 SubjectAreas O, flv » T ¥ ma

LA

R

4 [ FMS -ALL-Expenditires = Salected Columns ® %
» Fact All Expenditures
» Account Budget Period Year Depariment Tree - Exp Fund Appropriation (CF3)
» Account Entry Type B 1 BudgetPeriod £ @ 2Agency £ Appropriation (L3) Cd £ ¥ Approp Deptld £ F Allotment (L4)Cd $%  F Fund & B sFundCd £ ¥ Appropriation £ B 4 Appropriation Id £

b. The Save As window appears. Save it in My Folders or you'll likely get an error.
i. Onthe Folders section, select “My Folders.”
ii. On the Save in section, enter a name in the Name field.
iii. Asan option, add a description of the report in the Description field.
iv. Select OK.

Save As 9 x
Folders E= & pavel
My Folders v D BEv
> .
4 Shared Eoldars Agency Reports Subject Area Contents
» 00WarehouseTest All Expenditures & Agencies using SS Module
» AgencyReportExch All Receipts & All Encumbrances Dril_6 3.
» CacheQueries Contracts & All_Expenditures_Detail_6
. Dashboard Samples GAILExpendituresﬁDeta\L?
» _Statewide ; -
» Animal Health Soard Diverse Spend Examples g All_Expenditures_Summary
» Equcation Dept - MD MFR "':"AII_E)(penditures_Summar)
[E5] hav Nachhnard £2 a1 Fynenditires Qumman
» MN Management an »

3 MN_IT Services

. All_Expenditures_Summary_7.26.24
» Pollution Control Age,

All Expenditures for Fund Code 1000
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Step 3: Add or edit data elements, update filters, or update the display
in the saved report

The updated Analysis Editor page displays with the name you gave to the report.

1. On the Criteria tab, you can choose to add or update the data on the report as desired.
a. You can add new data elements from the Subject Area section to the Selected Columns section.
b. You can also filter the data values already in the report in the Filters section.
c. You can create new filters from columns in the Selected Columns section.
d. After you update the data, select the Results tab to verify you have the desired data.
e. Make sure to save any desired changes using the Save As icon at the top right of the tab.
f. For more information, refer to the Update the Data on an Existing Report Quick Reference
Guide.

4 SubjectAreas |0, flv » T ¥ m
4 T3 FMS - ALL - Expenditures ‘Selected Column ® %

»
»
»
»
»
»
»
»
»
»
»

Fact All Expenditures
Accoun Budget Period Year Depariment Tree - Exp Fund Appropriation (CF3)
Account Entry Type Budget Period £ B 2Agency £ °E Appropriation (L3) Ca £ ¥’ AtmtDeptid £% ' Approp Deptia £ ¥’ Alowment (L4yca £ ¥ Funa &% @ 3Funaca £ ' Appropriation £% & 4 Appropriation 1d £}

Account Tree - KK Acco

Accounting Entry Type

Agency Cost 7 S

Y Budget Period is equal to /is in 2025
« ANDY' LEFT(Agency (L2) €0, 3)Is equal to /I in G10
ANDY’ Fund s equalto /is in 1000 - General
ANDY Appropriation is prompted
~  ANDY Fin Department s prompted
), ANDY Alotment (L4) Cd is prompted
ANDY Appropriation (L3) Cd is prompted
»  ANDY Monetary Amt is not equal to / is not in 0
AND Y GL Posted Day D is between 07/01/2024 aG 07/25/2024
ORI GL Posted Year Num is equal to /is in 0

Agency Cost2 (CF2)
Al Expenditures Detail

AM Cost Type

4 Catalog

List Al v

2. Onthe Results tab, you can update the view of the report.
a. You reformat the columns, put them in in a desired order, and remove them from view using
the Edit View icon in the Table section.
b. You can create different views of the data such as a graph or a pivot table from the Views
section in the left menu.

o

Review the Results tab often to verify that you have the desired view.

o

Make sure to save any desired changes using the Save As icon at the top right of the tab.
For information, refer to the Update the View on an Existing Report Quick Reference Guide.

o

Criteria mmpts Advanced B

b SubjectAreas O, flv » Eiv v By £ 9 by L w8 mf B % g
¥ Catalog »  Compound Layout

All_Expenditures_Summary_7.26.24
FMS - All - Expenditures
Time run: 7/26/2024 7:22:27 AM

14 m [/ X

Budget Period 2025 Agency G10

Fund Appropriation (GF3) Department - Financials :i;'e:gimm 2::”"““' l==h Appropriation (GF3)
Monetary  Approp  Altmt .
v
o | Funa 4% Appropriation Fin Department s Deptia  Deptig  BegtProgram Bdgt Activity
1000 - General G100001 - Accounting Services G1031100 - Payroll Services 14,734.86  G1010000 G1021100 G1001 - Statewide Services G100101 - Accounting Services
1000 - General 6100001 - Accounting Services 61031200 - Statewide Accounting 3435242 G1010000 G1021200 G1001- Stalewice Services G100101 - Accounting Services
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Step 4: Review available icons and take actions on the saved report

1. On the top of the Compound Layout section of the Results tab, there are icons that allows you to take
actions on the saved report.

All_Expenditures_Summary_7.26.24 Home  Catalog  Favorites w  Dashboards v
Criteria Prompts  Advanced
b SubjectAreas O flv » |Ev Pv By & & lv| LB mpy B 55 ch | 7
) Catalog 7 Compound Layout
> Views v # " »

a. Print this analysis: This icon looks like a printer. It allows you to print the report in “Printable
PDF” or “Printable HTML” format.

b. Export this analysis: This icon looks like a box with an arrow pointing to the right. It allows you
to export the data and save the report to your computer in the following file types: PDF, Excel,
PowerPoint, Web Archive, or Data.

i. Data export options include Excel, CSV, Tab Delimited, and XML. ii.
ii. If you select Excel, your report will include subtotals.
iii. If you select Data, your report will include raw data with no subtitles.

c. Show how the results will look on a dashboard: This icon looks like a piece of paper with
eyeglasses. It will show how the report appears when displayed in a dashboard. It opensin a
separate window.

d. Print & export options: This icon looks like printer with paper. It allows you to set page settings
on your printer for printing the report.

e. Refresh the results of the current analysis: This icon looks like two arrows in a circle. It allows
you to refresh the data in the current analysis.

f. New view: This icon looks like a piece of paper with a plus sign. It allows you to show the results
in other views such as a table, a pivot table, or a graph.

g. There are other icons for more advanced users to review. Hover above an icon to see its
function.

2. As desired, export your report.
a. Select the Export this analysis icon. A drop-down menu appears with the export options.
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Compot || PDF

Excel

All_E["| Powerpoint | Summary_7.

\Z N | PR

F.MS |—L| Web Archive fitures
Time— 14 7:22:27 AM
E Data | » [ Excel
I csv
Budget Period 2045
[l Tab Delimited
Fund [E XML

b. If you select PDF, Excel, PowerPoint, or Web Archive, you will get the data in a report with
formatting such as the report title and run time. Here’s an example of the Excel report.

All_Expenditures_Summary_7.26.24 |
FMS - All - Expenditures

Time run: 7/26/2024 8:32:10 AM

Fund

Fund

1000 - General

1000 - General

Budget Period %2025

Appropriation (CF3)

Appropriation

Agency

Department - Financials Fact All

Fin Department

G10

DepartmentTree -Exp | Appropriation (CF3)
Expenditures

Monetary Amt | Approp Dept|Altmt Dept | Bdgt Program Bdgt Activity
" "

14,734.86

34,359.42

c. Ifyouselect “Data” and then select an option, you will get the raw data without any formatting.
Here’s an example of the Excel data.

A B
L

2 Hoss G10

3 2025 G10

>

C

D

E

F

1 |Budget PeiAgency  Appropriat Altmt Depl Approp De Allotment Fund

G H | J K L M N

Fund Cd  Appropriat Appropriat Bdgt Activi Bdgt Progr Fin Depart Fin Depart
1000 - Ger 1000

1000 - Ger 1000
r

3. When the export process is complete, a confirmation window appears. Select OK.

« Confirmation x
The Export process is complete.
(1]

L d -

- [ Jd
o_...

4. The downloaded report appears on your desktop depending on where you get your downloads. For

example, it might be on your browser. Select the Downloads icon, select the file and save it to your
desktop as needed.

X | @ orace Bl Answers 3 . —
< c = bxg & :
All_Expenditures_Summary_7.26.24 Home  Catalog Favorites w Dashboards w | @5 Al Expenditures Summary 7.26.24.xisx
5.3 KB - 26 minutes ago
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Step 5: Use the Catalog to find, revise, and refresh the report

1. Onceyou save a report in the EPM Data Warehouse, you can find it in the Catalog in the global header.

Select Catalog.

a. My Folders typically defaults. You can also open Shared folders if you have permissions to save

reports in shared folders.

b. All your reports in My Folders appear on the right side of the page.
i. Find the desired report on this section.
ii. HINT: If you select Sort by Last Modified Descending, you can find the reports in order
that you most recently worked on.

Select the Edit link under your report. NOTE: If you select the Open link, the report will open but
you can’t edit it.

C.

lavw ® © BEmv - v X |k Location /My Folders
4 Folders F= 2 Type Al w |Sort Last Modified Descending v | (] Show More Details
> N All_Expenditures_Summary_7.26.24 Last Modified 7/26/2024 7:32:41 AM
@ All Expenditures for Fund Code 1000.
I Shared Folders |

Open |Edil, More w

2. The EPM Data Warehouse opens the desired report in the Analysis Editor page.

a. Typically, the report will appear with the most recent data from the last download. Open the

Results tab to see the report.

i. If you're concerned about the most recent data, select the Refresh icon.

Be sure to choose the icon above the Compound Layout and not from the Subject Areas.
This action reruns your saved report with updated data.

Criteria | Results | Prompts Advanced

4SubjectAreas O, Tlv » v v v

- i 3
[ IRE e 2 ¢ 8 A

A

4 L FMS - ALL - Expenditures “  Compound Layout Refresh the results of the current analysis
e = =

b. As an option, you can further edit the data or display of your report in the Analysis Editor page.

When finished with edits, save the report either as a new report with a new title or an updated
report.
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